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APPLICATION FOR RECORDS DISPOSITION STANDARD
. R REC o

INSTRUCTIONS: Prepare in duplicate and forward to the Records Management Analyst, Management Systems Division

3. Dept , Division, Sutulivision & Administering Office Address ! FO‘R RECORDS MANAGEMENT DIVISION USE
- Date Received Application No.  Date Completed

Department of Finance & Administration

Division of Accounting © TAuG 31 1989 5""3“8 SEP 10 19
2100 Peachtree Summit Building — —
401 W. Peachtree St., N.E. - Application - | % Dest. Application No.
Atlanta, Georgia 30365
4. Person to Contact 5. Working Title . 6. Telephone Number |
James Henderson or Norma Johns 586-5140 or 5606
t=:77-\“«1:\ Retquested
a K Establish Retention Schadule; record ‘{'wll continue 10 accumulate,
tr. [ Dispose of present accumulation: no further accumulation anticipated.
c. O Amend Application No. Check One: [ Change: (3 Superceds; [ Void
8. Dates of Series 9. Records Series Title (followed by title used in office; if different)
Earliest - La__?st ' ,
| Present Cost Allocation Reports
10. Division and Office Function What is the function of the Division and the Office in which this record seTies 13 created? 7

The Division of Accounting is responsible for the accurate recording and timely reporting of
activities; and the development of new systems and facilities.

Specifically, the division is responsible for maintaining credibility and timely reporting
of financial transactions; defines, develops, and implements such systems and procedures as
necessary to control and account for all operations and activities of the Authority; maintai
reporting of variations or violations of Authority policies and procedures, contracts,
payments, federal and state requirements. Providing timely responses to requests for

non-routine information or analysis is an additional responsibility of this division

along with maintaining a formal accounting system in accordance with accepted procedures and]
instructions. ' 1

1

11. F!eco_ui.Series Cescription This file contains the following documems {include form numbars and tities, if any):
Attach samples of the file.
Documents relating 1o: COSt allocation reports whlch contain quarterly analyses working papers and

supporting documents.

all financial transactions affectlng the operatlon of the Authority's transit services and _|

ns

includedgu Dut not limited to, are: quarterly analyses work papers, labor dlstr1but10n report

statements/cost center reports, miscellaneous expense analyses, reconciliation and tlme she
audit worksheets, and contract registers.

in each fiscal year transfer.

12. Monthty Reference Rate How often are recOrd; referrad to which are:
One to six months cld 2 ; Sleven to twelve months 61d 2 : Thirteen to twenty-four months oid 1 :
twenty-five months and older ? '

13. AnnuaT Rate of Accumulation of Records
Letter-size drawers .....__1.___.5'_: Legal-sizedrawers ____ ______ ; Shelves ; Other (specify)

(including staff time charged by division and by Grant), journal vouchers (coples), financigll

Fileis arranged: Alphabetically, according to subjects listed above. All subjects may not be included
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)
YES | NO | 14, Questionnaire {Place an "Xlin the proper column) . a
a. Is this the official copy of the series? ' T
X if not, where is it? ' i )
b. Does the series contain confidential information requiring security handling? If yes, cite law or,fcgﬁlazion.
X ) ! ‘ 3 R
X c. Is this a vital record? T ‘_u' - )
X I'l- Does 1his senes have histon ii:-.'_nl_.m loexg teem resminch volun? T
e When e or 1w ahonpent e e Dile ko o ey Lo keep the cotne Bile Lo fomg petiod, coudd ilese docuienis I
X " scheduled separately’? }
X 1. Is the information contained in this series ever published? If yes, attach copy. _
g. Is the information contained in this series ever anatyzed and/or recorded in a summarized report?
X If yes, attach copy.
h. Is there a duplication of this saries in your office, or in another offics or agency?
"If yes, where? Some portions of the series is duplicated elsewhere in Account ing.
X i. s this series for 8 major ;:Emon of it} regularly microfilmed?
X j. Does the record saries rashit in a computer printout? 7
15. Retention Requirements " The following requires the series to be kept:
a. State Law ‘ years, d. Audit mriod_ yeaars
b. Statute of limitation years. e. Adminisirative naed years
years. f. Fedaral retention instructions "vears

c. Federal law

Attach copy or excert of laws or reguiations. Explain administrative need.

This agency recommends that the file series befut oif at the end of each: - '

16. Appraved Disposition Instruciions

[ ) Calendar Year; ['_'?(Fiscal Year; [ Other

&l Hold in the current files area month(sl__._l____,__ vear(s); then
& Transfer ta lacal holding area; hold __5___‘ year{s); sman &!\d UJ\*L\ "p wao-\ O.L.\.da \'\'
£ Transfer 10 State Records Cantar; hold vear(s); then
Destroy. .
O Transfer 10 State Archives iGr permanent retention.
L] Other (Specity)

: then,

¥S ;on@p\;#zé;mr;

These instructions apply to alt prior and future wccumulations ol the series

{indicate briefly rationale Tos recomimendatioms ahoveias wr'm- ‘a(](hlulnal remarks):

17. APPROVALS ~
Approverd Departmaent Records Managemant Officer Date . ed Leqal Counse Date
W,& M% "27"‘?/ {f 1,(& fﬂl/.?/

Date Approved ~7Divigionof 4 Audlt Datk
7/ g7 W/r /
‘Dite ifroved  Department of Archives and Histofy . 7 Date
£/a7 sf,L 7 _ F-10~57
A.pnro\md MARTA Managameént Advisory Commitree Date




